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RD I nstruction 2021-A

PART 2021 - SPACE
Subpart A - Space Policies and Procedures
§2021.1 Scope.

This Instruction prescribes the policies pertaining to the acq uisition
and nmanagemnent of Farmers Hone Admi nistration (FnHA) field office space.

8§2021.2 Responsibilities .

(a) The Admnistrator:

(1) Approves requests to establish, close, or relocate State
O fices as described in 82021.15 of this Instruction.

(2) Approves requests to establish, close, reclassify, or relocate
District, County, Suboffices, or part-tine offices as described in
§2021. 20 of this Instruction.

(3) May delegate authority to approve af orementi oned requests to
the Associate Admnistrator. This authority nmay not be r edel egat ed.

(4) Delegates leasing authority to the Deputy Adm nistrator for
Managenent who del egates to the Director, Property and Supply
Managenent Staff (PSMB), who del egates to warranted personnel in the
Space Managenent Branch (SMB)and State O fi ces.

(b) State Directors may authorize relocation of Dstrict, County,
Suboffices, and part-time offices within the same town as described in
8§2021.20(a) of this Instruction. State Directors are responsible for
ensuring space acquisitions are within the State's space cost

cont ai nnent pl an.

§82021.3 - 2021.4 [Reserved]
§2021.5 Definitions.
For the purpose of this Instruction, the follow ng definitions apply:

Assistant Admnistrator for Procurenent and Adm ni strative Support
(AAPAS) . Refers to the National Ofice.

DI STRIBUTI O\ WBDC Adm ni strative Services
Space
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RD I nstruction 2021-A
§2021.5 (Con.)

Col l ocated office . Space housing two or nore U S. Departnent of
Agriculture (USDA) Agencies which occupy contiguous space in a building
or nonconti guous space in the same or adjacent buil dings.

Consolidation. The conmbining of two or nore |ocations of a single USDA
Agency into one | ocation.

County Admnistrative Commttee (CAC) . A commttee fornmed at each USDA
Service Center to provide the technical and adm nistrative direction
necessary to assure effective operation of the Service Center. The CAC
shal | consist of a representative fromeach USDA entity participating in
the USDA Service Center at the county |evel.

County Ofice. The headquarters for the supervision and adm nistration
of FnHA prograns at the county level. It may consist geographically of
a county, part(s) of a county or counties, several counties, or a

conbi nati on of these areas. The County Supervisor is headquartered
there and the office is operated on a full-tine basis.

District Ofice. A Dstrict Ofice provides supervisory support to no
nore than nine County Offices (See 82021.10(b)). It is also the
headquarters for the supervision and adm nistrati on of FnHA prograns
assigned to the district |evel.

Food and Agriculture GCouncil (FACQ . A council organized in each State,
the Virgin I'slands, and the Commonweal th of Puerto Rico to provide a
USDA i nteragency forumat the State level. The FAC serves as the focal
point to receive and dissemnate to the field all communi cati ons
concerning collocated operations within the State. It nmonitors and

eval uat es space acqui sition and managenent prograns and resol ves

i nt eragency differences which cannot be resolved at the county |evel.

In the event that differences are not resolved at the State |level, the
State FAC forwards the necessary docunentation to the AAPAS of each
affected Agency for further consideration prior

to submssion to the National Agriculture Field Facilities

Committee (NAFFC). And finally, the State FAC shall secure through the
National Agriculture Field Facilities Coomttee (NAFFQ . See Exhibit A
of this Instruction.

Part-tinme office. A part-time office provides services to the public on
an intermttent schedul e but not |ess frequently than once a nonth. No

FHA or gratuitous personnel are housed at a part-tine office. A nenber
of the County Office staff naintains office hours there on a schedul ed

or intermttent basis. Desk space for a part-tine office may be

provi ded by anot her Agency.

Property and Supply Managenent Staff (PSM5) . Hereafter, refers to the
Space Managenent Branch (SMB), St. Louis, Mssouri.




RD I nstruction 2021-A
§2021.5 (Con.)

Real Property Leasing Oficer (RPLO . An FnHA enpl oyee who conducts
[easing activities on behalf of the Governnent. RPLCs are warranted to
conduct these activities based upon their level of training as outlined
in DR 5100- 2.

Shared office. A collocated office at which two or nore Agenci es share
one or nore comon resource, e.g., conference room |unchroom mailroom
and/ or of fice equi pnent.

Special servicing unit . An office in which the entire office
specializes in a particular |oan type (Farmer Progranms (FP) only, Single
Fam |y Housing (SFH) only), service, or a special servicing unit is
establ i shed within an existing office (appraisal only, underwiting,
servicing only, etc.).

State Admnistrative Commttee (SAC) . A USDA subcommttee fornmed in
sone states and Puerto R co for the purpose of handling admnistrative
functions comon to Departnental field offices. The SAC consists of the
State head (or designee) of each USDA Agency or, if no State Ofice is
located in the State, a representative of each USDA Agency shall al so
serve on the SACif one or nore field offices are |located in the State.
(Variations of SAC Wsconsin - Ofice Service, Location, and
Qperations (CSLO).

State Ofice. The headquarters for the supervision and adm nistration
of FmHA prograns within a State or several States.

Suboffice. A Suboffice is subordinate to a County O'fice, operates on a
fulT-time basis, and receives mail. One or nore full-tinme enpl oyee(s)
are headquartered in a Suboffice to service a County or area. (This
type of office should not be confused with a part-tinme office.)

USDA Service Center . A USDA Service Center consists of several
colTocated USDA field offices under one roof using shared resources
(i.e., personnel, copier, receptionist). The principal participating
Agencies are Agriculture Stabilization and Conservation Service (ASCS),
Soil Conservation Service (SCS), FnHA, and the Extension Service (ES).
QG her USDA Agencies in the community nay al so participate in the USDA
Service Center.

§82021.6 - 2021.9 [Reserved]
§2021.10 Policy.
It is FHA' s policy to provide adequate space to ensure effective

operations while conducti ng FnHA busi ness, and provide for the health, safety,
and confort of FnHA enpl oyees, clients, and nei ghbors.

3
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RD I nstruction 2021-A
§2021. 10 (Con.)

(a) Establishnent or termination of field offices . FnHA establishes
and/ or closes field offices based upon FnHA m ssion requirements. State
Directors assess the need for field offices as conditions in the State
change.

(b) District Ofice span of control . D strict Ofices should supervise
fromseven to nine County O fices.

(c) Location of field offices . The followi ng factors shoul d be
consi dered when establishing or relocating FHA field offices:

(1) Potential for collocation with other USDA Agenci es.

(2) The availability of federally-controlled space that
accommodat es the Agency's programmati ¢ needs and provi des easy
accessibility for the Agency's clientele.

(3) Ceographic distribution of casel oad and | oan making activity.
(4) Accessibility to service areas.
(5 Proximty to trade areas frequented by FnHA borrowers.

(6) Dstrict Ofices are to be located in the central business
ar ea.

(7) USDA policy is to locate County Ofices in rural areas when
feasi bl e.

(8) The need for econom c devel opment and redevel opnent of areas
consistent with State, County, and |l ocal prograns and the inpact the
office's location will have on inproving social and econom c
conditions in the area.

(9) Availability of Iow and noderate incone housing for enpl oyees.

(d) Collocation of field offices . Exhibit A of this Instruction
contains the USDA policy regarding collocation. Were collocation does
not appear feasible, the State Director nust request an exception from
the provision of this policy, fromthe Adm nistrator through the
Assistant Admnistrator for Procurenent and Adm nistrative Support, with
a copy to the PSVMB/SMB. Information concerning avail abl e exi sting space
and estimated rel ocation costs for eligible enpl oyees nmust be incl uded.
Requests for exception which cannot be resolved by the National Ofice
will be presented to the NAFFC for approval .




RD I nstruction 2021-A
§2021. 10 (Con.)

(e) Decollocation of field offices . Wen the State FAC believes that
decol [ocation of a field office is necessary, the request and supporting
data as specified in Exhibit A of this instruction, should be forwarded
to the Assistant Adm nistrator, Human Resources (AAHR) with a copy to
the PSM5/ SMB. The National Ofice shall review the request and seek
alternative neans to retain collocation. If the National Ofice

concl udes that decollocation is necessary, the docunentation shall be
forwarded to the NAFFC for approval .

(f) Long-termleasing. The USDA has been del egated firmterm | easi ng
authority by the General Services Admnistration (GSA) for up to 5
years. However, FnHA obtains, where appropriate and feasible, |eases of
up to 5 years, with a 120-day termnati on clause, for County and
District Ofices. In those |ocations where FHA is the | ead Agency, or
office space is being obtained for a State Ofice, the nmarket survey
will dictate the | ease term

(g) Delegation of authority . Delegated leasing authority is offered to
all State Ofices. This authority is granted, by warrant to named

i ndi vi dual s, upon conpletion of appropriate training. At |east two

i ndi vidual s fromeach State shall be warranted.

(h) Space standards and all owances . See Exhibit B of this Instruction.
I n accordance with the GSA approved space standards and al | onances for
FHA, requests for space shoul d be devel oped to achi eve the m ni num
practical cost-effective office space utilization rate.

(i) Accessibility and environmental . It is nowrequired by |aw that
all new leases and lease renewal s be subject to the standard
specifications for making buildings and facilities accessible to and
useabl e by the physically handi capped (Uni form Federal Accessibility
St andards, Qctober 1984) and free from Radon (Section 309 of the I|ndoor
Radon Abat enment Act of 1988). Handi capped waivers are to be submtted
to the PSM5/ SMB for review and forwarding to the Ofice of (perations

(0.

(j) Acceptance of offers . Awards are nade to the lessor offering the
nost advant ageous space to the Government, cost and other factors

consi der ed.

§82021. 11 - 2021.14 [Reserved]

(07-27-94) PN 229



RD I nstruction 2021-A

§2021.15 Authority to establish, close, or relocate State Ofices

Prior approval of the Admnistrator is required to establish, close or
relocate a State Ofice. The appropriate State Director shall consider the
follow ng factors prior to recomrending closing or relocating a State Ofice
and shall forward the request to the National Ofice, AAHR who shall initiate
actions to obtain the required approvals. A copy should be sent to PSVB/ SMB.

(a) The location of the State headquarters of other Federal and State
agricultural agencies or establishnments having a direct relationship to
the prograns of FrHA

(b) Accessibility to those FnHA field offices within the jurisdiction
of the State Ofice.

(c) Availability of adequate and appropri ate space.

(d) Availability of adequate airline and public transportation
servi ces.

(e) Suitable housing and community facilities for enpl oyees.
(f) Justification for relocation.

(g) Congressional contacts, including nanes, titles, tel ephone nunbers,
Congressional District, and if concurrence was received.

(h) CQurrent and proposed staffing, including full-time, part-tine,
tenporary positions and whether this proposal wll involve a reduction
in force.

(i) Estinmated relocation costs, including availability from current
funds or if additional funds are being requested.

§82021.16 - 2021.19 [Reserved]

8§2021.20 Authority to establish, close, reclassify, and relocate District,

County, part-tine offices, and Suboffices.

(a) State Directors are authorized to relocate offices within the same
town provided that collocated offices will not be decol | ocat ed.
However, prior approval fromthe Admnistrator is required to establish
nore than one County Office within the sane county.

(b) State Directors nust request approval fromthe Admnistrator to
establish, close, or relocate a field office to another town or
Congressional D strict (this includes part-time offices), or reduce a
field office to less than full-time, full-service status.

6



RD I nstructi on 2021-A
§2021. 20 (Con.)

(c) Proposals requiring the Admnistrator's approval should be sent to
the Admnistrator, Attention: AAHR with a copy to the PSVB/ SMB.
Proposal s shoul d i ncl ude:

(1) Congressional contacts, including nanes, titles, date and
t el ephone nunbers of State Ofice and Congressional staff involved
in contact and if concurrence was received.

(2) A statement signed by the State Drector verifying that

enpl oyees of the affected offices and the District Drector(s) of
the affected County O fices were infornmed of the tentative plans.
The statenent shoul d al so indicate that the enpl oyees were informed
that these tentative plans are pending National Ofice review and
appr oval

(3) Description of the proposed change(s).
(4) The reason for the change(s).

(5) The distance(s) between affected offices (driving mles and
driving time).

(6) The loan, grant, and servicing casel oad (item zed by progran
of the office(s) or area(s) involved. (Revised 08-20-97, PN 280.)

(7) The current and proposed staffing of the office(s) involved.
(8 Aletter-sized map showi ng the area invol ved. Show current and
proposed | ocation of affected offices and present and proposed

County or District Ofice boundaries.

(9) The collocation status of the office(s) involved and
docunentation of the efforts to collocate.

(10) A reduction-in-force (RIF) plan nust be provided if RF
actions are required to make the change. (Revised 06-26-96
PN 263.)

(11) An estimate of enployee relocation costs, if any.

(12) An estimate of office relocation or startup costs and an

estimate of savings, if any, including availability of current funds
or if additional funds are being requested.

7
(Revi sion 2)
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RD I nstruction 2021-A
§2021. 20(c) (Con.)

(d) An RPLO shall conduct all |easing and contracting activities for
Rural Devel oprment and/or should be notified if another Agency is acting
as |l ead Agency for a |lease or contract action in which an Rural

Devel opnent office will be invol ved.

(e) A State Director may decide not to inplenment an approved change in
field office status or |ocation if he/she becones aware of additional
information that substantially affects the rationale for the change.

The RPLO nust be notified by tel ephone as soon as possi bl e subsequent to
this decision so that space negotiations may be termnated. Send
witten notification to the AAPAS so that changes to the National Ofice
postage neter contracts may be halted.

§82021.21 - 2021.24 [Reserved]

8§2021.25 Realignment of counties and districts . (Revised 06-26-96, PN 263.)

(a) Prior approval of the Admnistrator is not required for the
transfer of a county or counties fromthe jurisdiction of one County or
District Ofice to another unless the transfer will require the use of
R F procedures, or the transfer will result in a Dstrict Ofice span of
control that is less than seven or nore than nine County Ofices.
Requests for exenptions fromthe span of control limtation should
contain the information listed in 8§2021.20(c) of this Instruction.

(b) The Quality Assurance Branch, Quality Control Section (QAB/ QCS),
St. Louis, must be notified by subm ssion of FormRD 2021-6, "RD Field
Ofice Mail Change," in order to facilitate mail service and/or proper
al i gnnent of reports.

8§2021.26 Field office personnel changes

(a) The PSM5/SMB will issue a directory list of State, District, and

County Ofice personnel to all State Ofices. The directory list wll
include the name of the State Director, District Drectors, and County
Supervi sors, office hours, office address (name of building or street

and nunber, and post office box), the zip code and tel ephone nunber

i ncl udi ng area code.

8
(Revi sion 2)



RD I nstruction 2021-A
§ 2021.26 (Con.)

(b) GChanges to the directory list will be nade by information obtai ned
fromthe Foundation Infornation for Real Property Managenent (Fl RV
system and in accordance with § 2021.35(b) of this Instruction. The
revised listing will be issued fromPSM5/SMB. Al inquiries for a
revised listing will be made to PSM5/ SMB at 314-539-2413.

88§ 2021.27 - 2021.29 [Reserved]

§ 2021.30 State nmap showing office |l ocations, and county and district
boundari es .

A current letter-sized map showi ng office | ocations and county and
district boundaries must be filed with PSM5/ SMB each tinme an organi zati onal
change is made that makes the previously filed map obsolete. The map should
be a sinple black and white docunent that will copy cleanly. Use an "*" to
indicate the State Ofice, a "[ |" to indicate a Dstrict Ofice, a"." to
indicate a County Ofice and a "o" to indicate a Suboffice. D strict
boundari es shoul d be shown with bold black lines. Put the proposed effective
date on the map and forward the map to PSM5/ SMB within 30 days of the
effective date of the organization change.

88 2021.31 - 2021.34 [Reserved]

§ 2021.35 Responsibilities .

(a) PSMS SMB. The PSM5/ SMB devel ops and provides real property policy
gui dance and provi des assistance and training to those States with

del egated | easing authority. PSMS/ SMB al so provi des acqui sition and
managenent support for all State Ofice space. PSMS/ SMB personnel
per f or m program managenent revi ews and functional assistance visits to
those States with leasing authority and participates with the National
O fice in conducti ng Managenent Control Reviews. PSM5/ SMB al so

mai ntai ns the autonated SRC and the FI RM systens which are used to
provide informati on, data, and reports to the National Ofice, the OO
and the GSA and will be the focal point for the field office personnel
list. (Revised 03-10-99, PN 302.)

(b) State Ofices. State Drectors shall ensure that County and
District Ofices are properly |located and classified in accordance with
the criteria prescribed in this Instruction. State Directors will
participate in the FAC for each State within their jurisdictions. State
O fices nust update the autonated SRC system maintai ned i n PSVB/ SMB by
submitting any corrections/revisions within 5 working days after the
change has occurred and al so update the FIRMsystem State Directors or
hi s/ her delegate shall notify the QAB/ QCS of all mail changes by
submtting Form RD 2021- 6.

9
(Revi sion 2)
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RD I nstruction 2021-A
§ 2021.35(b) (Con.)

(1) State Directors shall ensure that enpl oyees of offices which
are schedul ed to undergo a najor change are inforned of the
tentative plans as soon as practical after appropriate Congressional
contacts have been made. As appropriate, any information provided
to enpl oyees nust state that such tentative office changes are
subject to National Ofice review and approval, and enpl oyees wil |
be afforded all appropriate rights, benefits, and considerati ons due
under O fice of Personnel Managenent regul ations, if the change is
appr oved.

(2) State Directors shall ensure that space standards as prescribed
in Exhibit B of this Instruction are adhered to. State Drectors
shall ensure that all space requisitions and rel ated services remain
within the | easi ng budget that has been appropri at ed.

(3) State Directors are also authorized to:

(i) Execute menoranduns of agreenent for reinbursenent for
of fice space and rel ated servi ces when anot her USDA Agency is
provi di ng the space or services.

(ii) Sign GSA Form 2957, "Rei nbursable Wrk Authorization,"”
for mnor repairs and alterations in State Ofices within an
annual al | omance of $1,000. See the Leasing Handbook for
gui dance in preparation of the GSA Form 2957.

(c) District Ofices. As the need arises, District Directors will
review the offices in their districts to determne that they are
properly located and classified and will nake recommendations to the
State Director for changes which will inprove the delivery of Agency
services and optim ze the use of Government resources.

(d) GCounty Ofices. County Supervisors will coordinate with their
counterparts in other |ocal USDA Agencies and shall make recommendati ons
to the District Director to assure efficient and effective operati on of

Agency prograns. In noncollocated facilities, the County Supervisor
shoul d recomend potential collocation opportunities as they becone

avai | abl e.

(e) Al offices. It is the responsibility of all field offices to see

that the office space occupied is in accordance with all applicable
policies, procedures, and standards. The follow ng areas are part of
this responsibility:

10
(Revi sion 2)



RD I nstructi on 2021-A
§2021.35 (e) (Con.)

(1) Safety.

(i) Reasonable precautions nust be taken to prevent accidents
and fires. Ofice premses nust be kept clean and in good
repair. Periodic inspections will be nmade with particul ar
attention to the placement of furniture and equi pnent,
including electrical cords, to ensure unobstructed access to
all portions of the office without el ectrical hazard.

El ectrical appliances such as coffee pots, heaters, etc., must
be properly installed to elimnate fire hazard. Such
appliances will not be installed in Federal buildings unless
approved by the GSA buil di ngs manager.

(ii) The procedures for reporting accidents resulting in
personal injury or property danage arising from FmHA operati ons
are prescribed in RD Instruction 2042-B

(2) Fires and other disasters.

(i) Fire extinguishers . The |lessor should neet all applicable
[ ocal fire ordinances and shoul d generally furnish a m ni mum of
one fire extinguisher in space occupi ed by the Covernnent.
Twenty pounds of chem cal class A B:C extinguisher is required.

(ii) Reporting fires. Each enployee should be famliar with
the proper nmethod for reporting a fire in the building in which
the office is located. A fire should be imrediately reported
to the fire department upon discovery. A call should then be
made to the building custodian or manager. The tel ephone
nunber of the fire department and/or buildi ng custodi an shoul d
be posted on the tel ephones.

(iii) Report of danmage fromfires or other disasters . If a
fire, flood, storm or other disaster damages FnHA records or
equi pnent, or necessitates relocation of an office, the office
supervi sor should pronptly report the matter by tel ephone to
the State Ofice with an explanation as to the extent of the
darmages and the action needed to continue office operations.

(3) The County Supervisor or District Director will confirmthe
report to the State fice in nenorandumform providing the
fol l owi ng informnation:

11
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RD I nstruction 2021-A
§2021. 35 (e)(3) (Con.)

(i) Date fire or disaster occurred,
(ii) Building or property invol ved,
(iii) Approxi mate damage to buil ding or property,

(iv) If fire, point of origin and probabl e cause, and
description of fire safety equi pment on prem ses,

(v) Qher pertinent facts, and

(vi) An explanation of the extent of damages to officia
records.

(4) The State Director will provide a copy of the report to
PSVS/ SMB.

(5) Thefts, unauthorized entry, and other unlawful acts on
Cover nnent - owned or occupi ed prem ses.

(i) The office supervisor will report pronptly to the
appropriate authorities as listed in this section, violations
of Federal or local lawinvolving thefts or willful damage to
Covernnent or private property, assaults, etc.

(A) Ofenses occurring in buildings (or on grounds)
operated by the GSAwill be reported to the GSA guard or
to the building manager if there is no guard assigned to
the prem ses. Required forns may be obtained fromthe GSA
guard or building nanager, as appropriate. |If GSA
personnel are not avail able and the offense requires

i mredi ate investigation, the local police will be notified
and GSA personnel will be advised when avail abl e.

(B) Ofenses occurring in buildings (or on grounds) not
operated by GSAwill be reported as outlined in this
par agr aph:

(1) Theft of, or willful damage to Gover nment
property will be reported pronptly to the nearest
Federal Bureau of Investigation (FBlI) office and the
| ocal police.

(2) O fenses which do not involve Government

property will be reported pronptly to the |ocal
pol i ce.

12



RD I nstruction 2021-A
§2021.35 (e)(5)(i)(B) (Con.)

(3) Incidents involving both Government property and
ot her property or offenses will be reported pronptly
to both the FBI and the | ocal police.

(ii) Wien offenses are reported by County or District Ofice
personnel to either the FBI or |ocal police, a tel ephone report
will be made to the State Ofice followed by witten
confirmation. The State Ofice shall report such of fenses by

t el ephone foll owed by witten confirmation to the Regi onal
Ofice of the Ofice of the Inspector General (A G. Reports
to the QG are not required unless the property (CGovernnent or
private) stolen or unwillingly danaged, exceeds $100 in val ue
or unless the incident appears to indicate a pattern of
continuing thefts.

(iii) The office supervisor shall provide a copy of the report
to the State Ofice and a copy to PSM5/ SMB.  This report shall
state the date, time, and manner of the unauthorized entry,
whet her FnHA records are m ssing,

and any | oss or damage to FnHA equi prent (see RD Instruction
2024-H, 82024.360). The report will include verification by
the office supervisor regardi ng whet her any funds, unused
receipts, or borrower's case files are m ssing.

(6) Procedures for the rental of conference roons for neetings.

(i) Mst notels will provide their conference roons at no cost
if a "block"” of roons are reserved for overnight |odging of
nmeeting participants. |If the notel does want to charge for the
conference facilities, alternate |ocations shoul d be considered
if negotiations to elimnate the charge are unsuccessf ul

(ii) There will normally be a charge for neeting roons in
those cases where overnight lodging is not required. W would
expect to pay a reasonable rental for the facilities, since
there is no other income accruing to the notel. However, even
in these instances, notels will often provide free conference
facilities if sufficient attendees will be dining at the notel
The foll owi ng procedures shall be observed when naki ng neeting
arr angenent s:

(A) The State Director or Administrative Prograns Chief
shal | be authorized to nake the arrangements for the
conference facility.
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8§2021.35 (e)(6)(ii) (Con.)

(B) Procurement of neeting roons shoul d be done through
smal | purchase procedures, if applicable. Refer to RD
I nstruction 2024- A

(© Reducing rates for |odging by charging for what woul d
have been free or | ower cost neeting roons is prohibited.

(7) Vending machines and services will not be installed or occupy
space under the control of FnHA without prior clearance of the State
Director and the RPLO Requests for the installation of vending
services will be routed to the RPLO for instructions and
consideration, subject to the requirenments of GSA, United States
Postal Service, |essors, and space donor, as applicable. Use of
corridors and other space not under FmHA control for vendi ng nachi ne
installation is a matter between the | essor and the vendor.

8§82021.36 - 2021.39 [Reserved]

§2021.40 Announcenents .

The State Director shall contact appropriate |ocal and/ or other
interested parties in order to explain any maj or changes in prograns or
coverage when changes to open, close, reclassify, or relocate offices fromone
town to another has been approved.

§82021.41 - 2021.50 [Reserved]

Attachnents: EBExhibits A and B.

oMo
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SPACE STANDARDS - STATE, DI STRICT, AND COUNTY CFFI CES
(OTHER THAN SERVI CE CENTERS)

Farmers Hone Adm nistration (FnHA) offices shall maintain a utilization rate
of 125 square feet per person, plus supplenental space. See paragraph Il of
this exhibit for reference to County and Districts suppl enental space factors.
State Ofices shall maintain 135 square feet per person. Conference roons,
aut onat ed data processing areas, and certain reception areas, nailroom and
supply roons in the State Ofices can be exenpted fromthe utilization rate.
Additionally, 500 square feet may be deducted fromthe State O'fice space to
accommodat e a training area.

I. State Ofices

A Private Ofices and G her Ceiling-Hgh Partitioned Areas : The State
Director will determine who is entitled to private offices wthin their

own of fice space. Were a conference/training roomis included in the
FHA space assignment, that area will usually require ceiling-high
partitions. Ceiling-high partitions may al so be included to provide

sound and visual barriers for duplicating and supply storage areas.
Additional ceiling-high partitions will not be installed unless it is

i mpractical, due to the physical characteristics of the building, to

i npl emrent open space office excell ence concepts.

B. Ofice Excellence:

1. The office excellence space design concept wll be inplenented
in State 0 fices whenever feasible and practical. GCenerally, this
concept will be followed when an office is relocated to new space or
where maj or realignment of present space requires rel ocation of

cei ling-high partitions.

2. Under office excellence, enphasis is given to open planning
through use of free-standing screens in lieu of fixed partitions, a
| ess fornalized arrangenment of furniture and increased attention to
col or schemes. The use of carpeting and drapes is authorized to
conplete the color treatment and to obtain desired acoustica
qualities.

C. Renodeling and Alterations in Existing Space : Wenever realignment
of State Ofice space requires relocation of ceiling-high partitions in
program and adm ni strative areas, other than conference/training,
duplicating, and supply storage roons, the changes will be considered as
maj or alterations. In such cases, proposals shall be submtted to

PSMS/ SMB for review and deternmination of feasibility for office
excel | ence.
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D. Carpeting: Al floors in office space should be covered with a
suitable fTame-retardant carpeting with the possible exception of the
mai |, duplicating, and supply storage roons. Application of carpeting
in GSA-control |l ed space is subject to GSA guidelines.

E. Staffing: FnmHA policy is to provide work station space only for
present on-board personnel and budgeted vacancies. To conply with State
Ofice policy, the follow ng informati on nust be provided to the

PSMS/ SMB for use in preparing space request subm ssions to GSA

1. Nane, title, and grade of all personnel housed in the State
Ofices,

2. Title and grade of vacant, previously established positions;

3. Title and grade of newy established positions for which
recruitnent has been initiated and it is anticipated that new
personnel will be on board w thin 90 days;

4. Title and grade of other planned positions and schedul ed for
filling;

5. Nane and title of Cooperative Education Training Act (CETA)
personnel and | ength of proposed assignnent to, and

6. Qher CETA personnel to be on board within 30 days.

District and County O fices

A County and District Ofices are required to maintain a utilization
rate of 125 square feet per person plus suppl emental space. |If there is
nore than eight enployees in an office, an additional 125 square feet of
space shoul d be included for each additional enployee.

If a Dstrict and County Office are located in the sane building in
conti guous space, the supplenental space allocation will be based on
total enpl oyee popul ation for both offices.

B. Part-time office: A part-tinme office will be allowed a maxi num of
135 square feet per person.



[11. Parking

RD I nstruction 2021-A
Exhibit B
Page 3

A Parking spaces are provided for CGovernnent-owned or |eased vehicl es.

B. Parking spaces are provided for privately-owned vehicl es when the
enpl oyee uses the vehicle for official business 12 or nore working days
a month. This does not nmean daily driving to and from wor k.

FARMERS HOVE ADM N STRATI ON COUNTY/ DI STRI CT CFFI CE

County Supervi sor/
District Drector

150 square feet

Asst. County Supervi sor
Asst. District Director
125 square feet

Techni cal
100 square feet

derical

Primary O fice
Subt otal square feet

Recepti on/ St or age
MA\S
GRAND TOTAL

Wilization Rate Based
on Primary O'fice Space
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250

175

120

545

125

SPACE ALLOMNCE

Nurber of Enpl oyees

375 455 535 660 760 885

200 275 275 300 325 325

120 120 180 180 180 180

695 850 990 1140 1265 1390

125 114 107 110 109 111
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